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Gate Steward Manual
Rowany Festival


Welcome to the Gate Steward Manual for Rowany Festival

This is intended as a guide to running Gate and is as comprehensive as we can make it, without overwhelming people wishing to run gate for the first time.
This doccument is, in part, based on the Gate manual used at Canterbury Faire in Southron Gaard. Many thanks go to those who created that manual.
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[bookmark: _Toc2541991]The Role

The Gate steward is responsible for liaising with the event stewards, Festival booking officer, Rowany Reeve and Society TreasurerReeve (as needed), Constable in charge of Festival, the creator of the GateKeeper team program (gatekeeper@lochac.sca.orgMaster Bartholomew Baskin), and other persons relevant to Gate operations at Festival. There is a Facebook group specifically for Gate purposes and also a Facebook group for Festival officers.

Also responsible for setting up of parking areas at Festival, setting up signage (both traffic related and informative) and controlling flow of traffic in the Gate area.

[bookmark: _Toc2541992]Pre-Festival preparation:

[bookmark: _Toc2541993]6 months out
Other responsibilities in the lead up to Festival include coordindating with festival stewards for the:
· Identification and purchasing of resupply items for Gate, 
· ensuring that those responsible for the production of tokens, timetables, maps, member and non-member forms are able to do so in a timely manner.
[bookmark: _Toc2541994]3 months out
Ensure that the generator is serviced and fueled (with the jerry can filled with fuel) prior to use on site.
Ensure that the gate marquee is ordered. The Gate marquee needs to be 5m by 5m and requires three tables and four chairs from the hire company.

[bookmark: _Toc2541995]Month before
The Gate computers also need to be organised (there are dedicated computers for the use of Gate staff) production of parking permits, 
production of new and amended signage
[bookmark: _Toc2541996]Week before
Finalise any outstanding items and purchase any items agreed by the event stewards.
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Car Park Set Up

Ideally the Gate Steward or an assistant will be onsite on the Saturday to set up the carpark and gate area ready to receive early arrivals on Sunday.

To set up the car park:
1. The first priority, when arriving on site, is to block off access to the area being used for the public car park (if it hasn't already been done). 

This will give you time to collect the necessary items from the storage container, to set up the car park and gate tent.

2. Collect set up equipment from the storage container. This will include:
· Star star pickets
· Tomato tomato stakes
· Traffic traffic signs
· a star dropper (for hammering in star pickets), 
· ropes for measuring out the parking areas
· ropes to cordon off parking areas. 
· Safety safety equipment includinges traffic cones, 
· a moveable barrier, and a hi-vis vest with flashing lights.

Gloves are highly recommended for the handling of tomato stakes and are the responsibility of the person setting up parking.

3. Set up the parking lanes and quarantined parking lanes in the car park (see attachment for layout map). 
4. unblock Unblock access to the parking.
5. Set up the permit parking area and load/unloading zones near where the Gate tent will be set up. 
6. Positioning the traffic cones and portable barrier as needed.
7. Coordinating with site stewards for the placement of  site signage around the site as needed.

The storage container has sufficient star pickets, tomato stakes and flagging tape) to cover Festival for 2019. 
[bookmark: _Toc2541998]Sunday set up

Sign in people as they enter the site on set up day, ensuring that all festival participants are checked off on GateKeeper. Ideally this should be done in GateKeeper with the printed booking list used for back up.

[bookmark: _Toc2541999]Gate Tent

The Gate tent is best divided into three areas, sign-in, change room and combined storage and the break-out area for gate staff. 

Use the blue and white fabric for partitions visible to festival participants, the bedsheets for other partitions.










SIGN IN TABLE
BREAK OUT AND STORAGE AREA
CHANGE AREA WITH TABLE
TOKEN PREP AREA
FRONT OF TENT



	













Be aware that issues with dust, rain, wind and sun need to be kept in mind when setting up the Gate tent.


Pack down

For stake removal, borrow the necessary equipment from the Agaricus encampment (with their permission first).

Storage bins are provided for Gate items. The traffic signs and tomato stakes are stored in the wheelie bins. The blue and white fabric backdrops are the responsibility of the Gate steward and will need to be taken home to be washed for next year. Hire tables and chairs are to be placed inside the tent for colletion by the hire company. The Agaricus encampment has a stake remover that they are willing to lend to Gate staff. This makes pulling up stakes in the parking area much easier.

[bookmark: _Toc2542000]Sign in

Please take your time and do not feel rushed. We understand that people arriving are likely tired and just want to get it over and done but this is a legal component of the event. There are also forms that must be filled out by non-members.

If people are being unreasonable, please contact gate steward via the radio if they are not already at gate.

The paper booking list should only be used if the computers aren’t working or as an extra sign in stream during peak periods (so long as the data is entered into GateKeeper at the end of the day).

Don’t forget to Identify yourself as the current Gate person by entering your name in the GateKeeper name field – this is so we know who to ask if we have any questions.

Check-in process steps
a) Sign-in
b) Money
c) Volunteering
d) Pick up items

Sign in

1. Welcome them to Festival.

If they have booked in advance:? (if not go to step 210)

2. Ask them for their membership card and check the expiry. [Strictly speaking, neither is necessary as Gatekeeper validates both their membership and expiry/indemnity dates. So perhaps only require a card if they dispute what Gatekeeper tells you about them after steps 5 and 6. Thus, any reasonable form of ID is acceptable at this point, not necessarily a membership card]

3. Type some or all of their (mundane) surname into the Filter box.  
Note that the filter operates on more than just the mundane name – portions of their email address, SCA name and even membership number can be used instead. 
4. Find and click on them in the left-hand (Bookings) table.

5. Also find and click on them in the right-hand Registry table – unless they have never been a local member.

if GateKeeper can’t find them using the Booking record’s membership number (if any), their name and their SCA name, they probably aren’t in the Registry. But typing errors – especially membership numbers! - and name variations do happen, so you can always eyeball the Registry records yourself (e.g. by sorting by last name and then scrolling) – just click on the correct one if you find it and continue per normal.

6. Once you’ve clicked on the correct record in both tables (or only the left if they have never been a member), the Event member button may turn red – that means they don’t have a current local membership, even if they provided a membership number when they made their booking. 

The Affiliate member button will also be red, and can be clicked if they have produced a current membership card from another SCA incorporation.  An indemnity form will need to be completed but event insurancenon membership fee is not required.  If the affiliate membership is not current, process the booking as an Event Member with event insurance non membership fee to be paid.

Click whichever button applies; it will turn a bold green.

7. If they can They will need to provide evidence that they are a current local member (e.g. payment receipt on phone is acceptable), they don’t need to  or pay the event insurancenon member fee.  [Make a note in their Gate Notes so the Gate Steward can amend their total later].

8.  (Australia only) Even though they may be a current member, their indemnity may be expired, in which case the Indemnity button will be red and you’ll need to click that also.  An indemnity form will need to be completed.

9. Now look for any red fields in the column below those buttons – each of these fields indicates an action that is required to sign them in, such as a parent completing a Minor sign-in form, paying unpaid attendance fees (including possibly an event insurancemembership fee), Click on each of these fields when the task is completed – it will turn green.

10. Is the booking for a child (under 18 years old)?
Are they accompanied by their parents or legal guardians? Transfer of guardianship forms may need to be filed.  If this is the case, note the guardian’s name in the comments box.

If the child/ren are under seven years of age, they are required to wear a keytag with their name, parent/guardian name and campsite name at all times.

11. Ask if they have a vehicle. The numberplate information must be entered into Gatekeeper if it’s not already there. Remind them of the parking rules.  If they don’t know their numberplatehave it, complete the sign in and have them come back with it later.

12. Later on you can temporarily turn off the Hide people already signed in checkbox, then find and select that person’s booking record to quickly update their Car Reg (and if needed their Gate Notes field). Note: this only works for people who booked, not Casual/Walkups, sorry!

13. Review the Booking Details fields on the left for any additional relevant information, such as the fact they made a bunkroom booking (tell them how to find their bunkroom), or perhaps some additional information in a Booking Note, etc. If any of the detail fields seems to be truncated (cut off), hover the mouse over it to see the full information.

14. If money needs to be paid, see ‘How to make a payment on Square’ below.

15. Once you’re happy and there are no red fields or buttons left on the form, click the Save button to complete the sign-in process. Sign-in information will be instantly saved to the Gate Report file and then GateKeeper will clear things up so you can start at the top with the next person.

16. These steps need to be completed for each person on the booking.
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GateKeeper’s Sign-in tab, where almost all the action happens

17. Remind them of the code of conduct and of any videoing happeninggoing on onsite.

18. Hand them their event token. Token strings are colour coded for the following situations:
· Full event (day/night)
· Day trip
· Overnight

19. Ask them if they would like to volunteer – sign in sheets are available at the info tent on the green.

20. Hand them the timetables for the event and the site map (if available).

If they have NOT booked in advance:?

21. Ask them for their membership card and check the expiry if they have one.  If they have never been a member, go to step 24.

22. Type some or all of their SCA surname into the Filter box.  
Note that the filter operates on more than just the mundane name – SCA name and even membership number can be used instead. 
23. Find and click on them in the right-hand Registry table. You may find it easiest to sort by Last Name in the Registry table, then scroll until you see their record.


24. 
25. Once you’ve clicked on the correct record in the right hand box, click on Casual/Walk Up.

26. Enter the legal name and email address.

27. Select the booking type and days if not whole event.  Multiple days can be selected by holding down the Ctrl key.

28. If the booking type is not available, select the correct days and then manually complete the fee at the bottom. Don’t add Event insurance – Gatekeeper will add that on the main page if it’s needed.
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29. The Event member button may turn red – that means they don’t have a current local membership, even if they provided a membership number when they made their booking. 

The Affiliate member button will also be red, and can be clicked if they have produced a current membership card from another SCA incorporation.  An indemnity form will need to be completed.

Click whichever button applies; it will turn a bold green.

30. In rare cases they may be able to They will need to provide evidence that they are a current local member (payment receipt on phone is acceptable), otherwise they or must pay the non member fee. If they do provide such evidence, hold down SHIFT when you click the Event member button and the button will turn green without the fee being added.

31.  (Australia only) Even though they may be a current member, their indemnity may be expired, in which case the Indemnity button will be red and you’ll need to click that also.  An indemnity form will need to be completed.

32. Now look for any red fields in the column below those buttons – each of these fields indicates an action that is required to sign them in, such as a parent completing a Minor sign-in form, paying unpaid attendance fees (including possibly an event membership fee), Click on each of these fields when the task is completed – it will turn green.

33. Is the booking for a child (under 18 years old)?
Are they accompanied by their parents or legal guardians? Transfer of guardianship forms may need to be filed.  If this is the case, note the guardian’s name in the comments box.

If the child/ren are under seven years of age, they are required to wear a keytag with their name, parent/guardian name and campsite name at all times.

34. Ask if they have a vehicle. The numberplate information must be entered into Gatekeeper (for many people this will be automatically added from their booking – but confirm it is still correct). Remind them of the parking rules. (If they don’t have their numberplate infoit, complete the sign in and have them come back with it later).

35. Review the Booking Details fields on the left for any additional relevant information, such as the fact they made a bunkroom booking (tell them how to find their bunkroom), or perhaps some additional information in a Booking Note, etc. If any of the detail fields seems to be truncated (cut off), hover the mouse over it to see the full information.

36. Once you’re happy and there are no red fields or buttons left on the form, process the payment.  If there is more than one booking to be included in the payment, finalise all of the bookings, noting amount and gate recordkeeper number) for each booking. (insert screenshot  [you may want to mention the Group Sum total and how that works]

37. Click the Save button to complete the sign-in process. Sign-in information will be instantly saved to the Gate Report file and then GateKeeper will clear things up so you can start at the top with the next person.

38. These steps need to be completed for each person on the booking.

Need screenshot of casual walkup sign in
GateKeeper’s Sign-in tab, where almost all the action happens

39. Remind them of the code of conduct and of any videoing going on onsite.

40. Hand them their event token. Token strings are colour coded for the following situations:
· Full event (day/night)
· Day trip
· Overnight

41. Hand them the timetables for the event and the site map (if available).
[bookmark: _Toc2542001]How to process a payment on squareSquare

1. Tap no sale at top of screen
2. Tap down arrow
3. Add customer
4. Search customer or create a new customer
5. If adding – enter first name, surname and save
6. Add customer to sale
7. Select items to be paid for.  
8. Add gate record number/s to the notes section (under note heading and above quantity). If paying for more than one person, add names to notes in item (under note heading and above quantity)
9. Click add
10. Add any additional items ie non- member insurance [NB: This is already in the total that comes from Gatekeeper] 
11. If paying by card, 
a. ensure that it says Reader ready at the top of screen
b. If  not, press the button the square reader until the yellow likght comes on and allow it to reconnect.
c. If the reader says that it need to reconnect to the intranet, please see below.
d. Click on charge at top of the screen
e. Tap if paying by card (insert or swipe if required)
12. If paying by cash
a. Click on charge at top of the screen
b. Click on cash

NB: Payments can be split between cash and card if required

13. Send a receipt if required (mobile is quicker than email unless their email address is already in the system).
14. Payment is complete

If need to reconnect to the internet
Need to complete this once type of device is finalised.

To remove customer from sale
1. Click on customer
2. Click down arrow
3. View customer
4. Scroll to bottom and remove customer from sale

[bookmark: _Toc2542002]Gate Keeper
Download the full Gate Keeper manual including administrator notes at https://gatekeeper.lochac.sca.org/trial
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[bookmark: _Toc2542004]Gate Notes

Gate Notes related to specific bookings should be added withinto GateKeeper if possible. A separate notebook will be available for notes unable to be added to specific bookings.

[bookmark: _Toc2542005]Lost and Found
Lost property is to be handed in to the Officer tent, on the village green. The Gate tent is not to be used for the storage of lost property.
[bookmark: _Toc2542006]Credit
Some people may say that they have arranged to pay later, or that they will come back later etc. If they claim that they have arranged credit with the steward this will be marked on their booking. If it is not there is NO CREDIT – NO EXCEPTIONS. If you have any issues around this call the event steward or constable.
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No refunds are issued at Gate. The participant will need to make arrangements with the Barony of Rowany Reeve.  The email address is XXX enter here XXX
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For any financial transactions at gate we need to have a record. If they ask for one, they can also have a receipt. Festival uses Square to issue receipts. A paper receipt book needs to be kept on hand, for the times when Square is not available.

Volunteering
[bookmark: _GoBack]Please ask people signing in if they could spare an hour or two to contribute to the event. There is a volunteer sheet at the officer's tent, on the village green. 
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To be added

[bookmark: _Toc2542010]Current onsite resources

Gate stocktake of physical resources, 2018

Car Park
· Laminated signs (assorted A3 and A4 size)
· Hi-vis vest (flashing) (for traffic control near the carpark/gate area)
· Hi-vis vest (2) yellow (for traffic control near the carpark/gate area)
· Hex head screws (90) (for sign assembly and repair)
· Rope on reel, Blue (60 metres) (used for measuring carpark lane length)
· Rope on reel, Yellow (17 metres) (used for measuring carpark lane and access road width)
· Flagging tape 500 metres red/white (parking area)
· Flagging tape 150 metres gold/black (parking area)
· Flagging tape 50 metres blue/white (parking area)
· “S” hook (1) (makes it easier to attach rope to star pickets for car park measuring)
· Duct tape (2)
· Cloth tape (1) 50 metres
· Star picket caps (5)
· Masonite backing plates for signs (58)
· Assorted tomato stakes
· Star pickets


Stationary
· Black A5 folder (useful for some of the less frequently used forms)
· White A5 folder (useful for some of the less frequently used forms) 
· Hole punch (single hole) (useful for hanging laminated signs)
· Hole punch (two hole, 30 sheets at a time)
· Hole punch (two hole, 10 sheets at a time)
· Document tray (black, 4)
· Document tray (clear, 3)
· Document tray (purple 2)
· Clipboards (2)
· Stapler
· Scissors
· Glue stick
· Folders, assorted (4)
· Pencils, coloured (12)
· AAA alkaline batteries (30) (needed for two-way radios)
· AA alkaline batteries (10) (needed for flashing Hi-vis vest)
· Blue rope (50metres) (rope off reserved market day parking with this)
· White rope (2 by 15 metres) (rope off reserved market day parking with this)
· USB mouse (back-up)
· Pens (11)
· Whiteboard markers (11)
· Permanent markers (4)
· Highlighters (3)
· Pens (assorted 4)
· Folder, orange with SCA child stuff


Forms
· Adult member indemnity 20 sheets
· Minor non member indemnity 30 sheets
· Adult non member A5 sheets

Tokens
· Keytags (25)
· Wristbands of shame (purple, approx 10) (if someone forgets a token, they get these)
· White labels (small)
· Token thread, blue (200 metres)
· Token thread, red (330 metres)
· Token thread, purple (1500 metres)
· Token thread, olive green (1500 metres)
· Token thread, maroon (750 metres)

Miscellaneous

· Clothes pegs (30) (used for hanging the fabric partitions in the Gate marquee)
· Shower curtains (multi colour polka dot) (used as a weather resistant partition)
· Zip ties (26) (sign hanging)
· Rope for stringing across Gate marquee (used for the fabric partitions)
· Bike lock (1), combination 1965 (lock up the gate marquee or traffic barrier with this)
· Fuel nozzle (generator)





Car Park Map
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